Procedure for Adding a Document to the
Document Management System (DMS) Document
Ektron version 8.5

Note: This procedure is only used when documents are uploaded to a folder and are displayed through Meta Data
as a List summary. When viewing metadata for the main page, a folder will be listed under Main List:
(ListSummary) as shown below.
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1. InInternet Explorer, login o Ektron by going to http://staging.nv.gov/ and entering your username and

password.

2. Locate the Agency folder you want to upload the item to and click on it to select it. Note: if you don’t know
how to
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http://staging.nv.gov/

4. When the EDIT CONTENT IN FOLDER: dialog box similar to the one shown below appears, enter the Title
then click the BROWSE button and locate the item you want to upload.
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5. Then click the Publish Button.
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